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How to Make Reservations when Staying in a Hotel for a Conference

This document covers three different scenarios explaining the procedure to make hotel
reservations if you are staying at a hotel for a conference.
A. Hotel appears in the reservation module.
B. Hotel does not come up in the reservation module.
C. Reservation has been booked outside of DTS and the CTO needs to be notified
about the conference to assist in the CTO quality control process.

Scenario A
1. Once you have created the trip overview select “Lodging”.

Logged Inds:  Elzine Drury Document Mame: EDLACK LAMDAFBOS3004_a01 Screen |D: 1068.1 Close Window
Traveler Mame: Elaine Drury Document Type:  authorization Help for this screen
% DEfense Travel SYStem Ilinerarmxpemes Accounting  Additional Options  Review/Sign
A New Era of Government Travel N
AT  lodging Rental Car Rail Other Trans.
N—

Use this screen to request your air trawvel, Overall Starting Point

Leave From: RES: ALEXAHDRIA, VA Edit
Flight Selected to Edit Leane: 30-hug-04

514465 + Estimated Total Ticket Cost Location 1: LACKLAND AFB,TX

#1554 City Pair Leave From: RES: ALEXANDRIA, VA Edit

TO/TAD Loz LACKLAND AFB,TX

A Detta Air Lines Inc. (DL} Flight: 627 AFrive: 30-Auz-04
Depart: SAT-San Antonio, Tx 4t 6:30 AM O Fri 03-Sep-04 ey O]
Arrive: CVGE-Cincinnati, Oh At10:09 AM On Fri 03-Sep-04 Carriers Delta Air Lines Inc. Edit
Confirmation Mumber: Flight: (L) 4195 r
Ticket Mumber: See Attached Ticket 2 Depart: 1220 - 30-hug-04 - DCA- Remowe
Status: REQUEST viashingtaon, Dc (Usa)
Seat Selection: -- Select -- vl Select Seat (Mational pt)

> 05l-Other Supplementary Information Arrive: 1433 - 30-Aug-04 - DFW-

2. Inthe “Required Search Criteria” section, select the “Select by hotel name” option.
Enter the name of the hotel where the conference is located in the “Hotel Name”
field. If the “City” field is automatically populated with a military base, you will need
to change this to the city where the hotel is located. Then select “Search
Accommodations”.

Overall Starting Point

Leaie From: RES: ALEXAHDRIA, VA Edit
Leave: 30-hug-04

Use this screen to request your lodging,

* Check-In Date: 08 /307200 v

Location 1: LACKLAND AFB,TX
[ ) pedion

Leawe From: RES: ALEXAHDRIA, VA Edit

* Check-Out Date: 09 /0372004 ' TOYITAD Loc:  LACKLAND AFB,TX
(mm/ddfyyyy) Arrive: 30-hug-04
Leave: 03-5ep-04
N T Overall Ending Point

Required Search Criteria
Leave From: LACKLAND AFB,TX Edit

Please Note: A Red Star ( * ) indicates a required fisld. Returnloc:  RES: ALEXANDRIA, VA
Arrive: 03-5ep-04

% Select by hotel name
" Near an airpart

T Near a city

C Hotel Hame: !Ecnw

ity |

State: [

“Country:  [United States

“Distance:  [10 miles) /
Search accommodations
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3. If the hotel where the conference is located appears in the list in DTS, choose that
hotel by clicking the “Hotel Info & Pricing” button next to the correct hotel. If the
hotel you are searching for does not appear on the list, please skip to Scenario B.

Use this screen to request your lodging. Select an sccommodation from the options below.

Lodging Per Diem Allowed: $91.00
*Check-In Date: IUS/GU!ZUEM '

(mm.fdd fyyyy ) Wilitary Lodging may be available in : LACKLAND AFB-TEXAS

*Check-Out Date: IDQIDCUZDM = /
(mm.fddfyyyy) Econo Lodge Hatel Info & Pricing.

#6023 1h 10 Westl-10 & Vance Johnson Rd Rate Range’
San Antomio, TX 78201 38.21-50.95
Phn: 210/737-1855 FEMA Approved
Fax: 2107376111

Required Search Criteria
Please Note: & Red Star (* ] indicates a
required field.

% Select by hotel name

' Wear an sirport Econo Lodge Ingram Park Hotel Info & Pricing

 Near acity
6360 N Loop 410 Rate Range
*Hotel Name: IEcnr\n lodg. San Antonio, T 78238 53.99 - 65.99
Phn: 210./647-8000 FEMA Approved
*City: [saT-sam Antorin Fax: 210/681-6118

4. After the accommodation has been selected, go to the “If necessary, add comments to
travel agent” field and enter your comments. Acknowledge that you are staying at the
hotel for a conference, reference the conference name and any discount codes that
may be associated with the conference. Then click “Save Selected Accommodations”.

Econo Lodge

Overall Ending Point
Econo Lodge

6023 Ih 10 Westl-10 & Vance Johnsan Rd lemafien | LAERAID LGRS Edr
No cam Ao, TX 76201 Return Loc:  RES: ALEXANDRIA, VA
Image Arrive: 03-5ep-04
Availabl Phane: 210/737-1655
varlable ey, 210/737-6111

Tall Free: B00/553-2666

Wieh Site: ww,. econolodge. com
FEM& Approved

» Wiew Additional Hotel Infarmation

» 05|-Other Supplementary Information

Lodging Per Diem Allowed: $91.00

Ho room availability information for this hotel.

# Check-In Time: 1300 -
# Check-Out Time:  |0900 -

If T, add comments to the travel agent:

| am attending a secuity conference held by the NSA at this hotel, The
discount code 15 5C456, It is absolutely neccessary that | stay at this
hotel.

Find Different dccommodations Save
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5. Note: The comments have been in DTS saved.

Accommodations Saved Arrive: 30-Aug-04
Leawe: 03-%ep-04
Econo Lodge . )
Lodging: Econo Lodge Edit
Econa Lodge Check-In: 30-Augz-04 Remove
N 6023 Ih 10 virestl-10 & Vanc Check-Out:  O3-5ep-04
0 SHRAMTONIC, TH 78201
[mage Overall Ending Point
- Phone: Z10/737-1555 -
Avai!ab{e . ) Leave From:  LACKLAHD AFB,TX Edit
Faxi 2104737-6111 Return Loc:  RES: ALEXANDRIA, VA
Tall Free: G00/BE3-2ddd .
Arrive: 03-Sep-04

ieh Site: iy econolodge.com
FEMd dpproved

=+ Miew Additional Hotsl Information

Lodging Per Diem Alowed: $91.00

2 DOUBLE BEDS/MO SMOKING/CABLE

+ Room Type: TW/HBO JCOMPUTER HOOKUP/RADIO-ALARM
CLOCK
+ Room Rates: 540,00 f night  17.00% Tax

+ Total Room & Tax 546.80 / night excluding additional fees.

+ Check-In Time: |1BDD 'l
+ Check-Out Time: IDQDD 'l

Comments ta the Trawvel Agent:

=+ | am attending a security conference at this hotel held by the NS4, The
discount code is DC4RE, |t is absolutely neccssary that | stay at this hotel

How to Make Reservations when Staying in a Hotel for a Conference
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Scenario B

1. If the hotel where the conference is located is not in DTS you will receive following
message. Click on “Request Assistance in Booking Lodging”.

Use this screen to request your lodging, Select an accommodation from the options below,

Lodging Per Diem Allowed: $91.00

*Check-In Date: 05.,/30 /72004 '

{mm fdd Ay ilitary Lodging may be awailable in @ LACKLAMD AFB-TEXAS
* Check-0ut Date: 090372004 '
(mm fdd Syyy) Mo hotels were returned for the given search criteria.

Please review the search criteria or expand the search distance and try again.

Required Search Criteria
If travel agent assistance is reguired, click on the button "Request Assistance in

Please Mote: & Red Star (* ) indicates a
Booking Lodging", MOTE: Additional travel agent handling fees may apply.

required field,

% Select by hotel name /
Request fssistance in Booking Lodging |

© Mear an airport

 Near a city

*Hotel Mame: [budget

ity SAT-5an Antonio

State: TH-Texas

*Country: IW

[ — an

2. Enter your request in the “If necessary, add comments to the travel agent” field. Then
click “Save Selected Accommodations”. Make sure to include the Hotel name and
address, conference name and discount code.

Logged Inds:  Elsine Drury Document Mame: EDLACKLANDAFBOB3004_ADS Screen [D: 10501 Close Window

Traveler Mame: Elaine Drury Document Type!  Authorization Help for this screen

% DEfense Travel Sy-ﬂem Ilmerarwxpenses Accounting  Additional Options  Review/Sign
A New Era of Government Travel

Air Lodging Rental Car Rail Other Tran

Use this screen to save the selected accommodations., OverallStartinz Roint

Leave From: RES: ALEXAHDRIA, VA Edit.

TDY fTAD Location: LACKLAND &4FB,TH Leave! 30-Aug-0d
Check-In Date: 30-gug-04
Location 1: LACKLAND AFB,TX
Check-0Out Date: 03-%ep-04
Leave From: RES: ALEXAHDRIA, VA Edit.
TDYJTAD Loc:  LACKLAMD AFE,TX
No Accommodations Selected Arrive: 30-hug-04
Leawve: 03-3ep-04
HOTE: Selecting this option will require manual intervention by the travel
agent. Additional handling fees may apply . Overall Ending Point
Leave From:  LACKLAHD AFB,TX Edit
Lodging Per Diem Alowed: $%1.00 Return Loc: RES: ALEXAMDRIA, VA
E1dal"=H 03-5ep-04

T necessary, add comments to the travel agent:

Traveler requests assistance in booking lodging in LACKLAMND AFE,TX
from J0-4ug-04 to 03-5ep-04, | need yo stay at the Budget hotel on
Rivermalk, Conference held by N34, Discount code Dc456.‘

Find Different Accommodations |
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Scenario C

How to Make Reservations when Staying in a Hotel for a Conference

If the reservation has been made outside of DTS, the CTO must be notified. This needs to
be done to assist in the CTOs quality control process.

1. Once you have created the trip overview select “Lodging”.

Logged Inas:  Elgine Drury
Traweler hlame: Elaine Drury

%3 Defense Travel System
A

New Era of Government Travel

Document Type:  Authorization

A
Use this screen to request your air travel,
Flight Selected to Edit
5$144.65 # Estimated Total Ticket Cost
#1 G54 Ciky Pair
A Detta Air Lines Inc. {DL) Flight: 627

Depart: SAT-5an Antonio, Tx
artive: CV¥G-Cincinnati, Oh
Confirmation Mumber:

Ticket Mumber: See Attached Ticket 2
Status: REQUEST

- Select -- 'I Select Seat

* 051-0ther Supplementary Information

At 6:30 AM  On Fri 03-Sep-04
At 10:09 AM  On Fri 03-Sep-04

Seat Selection:

Document Mame: EDLACKLAMDAFEOE3004_401

Screen |D: 1088.1

Close Window

Help for this screen

Ilmeraw:«penses Accounting  Additional Options  Review /Sign

Other Trans.

Edit

Edit

Edit

Remowe

Ladging Rental Car Rail
N’
Overall Starting Point
Leave From: RES: ALEXANDRIA, VA
Leave: 30-Aug-04
Location 1: LACKLAND AFB,TX
Leave From: RES: ALEXANDRIA, VA
TOv/T4D Loc:  LACKLAHD AFE.TX
Arrive: 30-Aug-04
Leave: 03-Sep-04
Carrierf Delta Air Lines Inc.
Flight: (DL) 4195
Depart: 1220 - 30-Aug-04 - DCA-
Wazhington, Do (Usa)
({Mational apt)
Arrive: 1433 - 30-hug-04 - DF -

2. Inthe “Required Search Criteria” section, select the “Select by hotel name” option. In
the “Hotel Name” field enter the name of the hotel where conference is located. If the
“City” field is automatically populated with a military base, you will need to change
this to the city where the hotel is located. Then select “Search Accommodations.”

Use this screen to request your lodging.

* Check-In Date:

057302004 'I

{mmofdd )
* Check-Out Date: 09 /052004 vI
[mmJdd/yyyy )

Required Search Criteria

Plzase Mote: & Red Star (* ) indicates a required field,

' Select by hotel name

" Near an airport
" neara ity

*Hotel Mame: IRarnada

ity ISan Antonio

State: Jrx

*Country: IUS

*Distance! |10 (miles)

Overall $tarting Point

Leawve From: RES: ALEXAHDRIA, VA Edit

Leawe: 30-gug-04

Location 1: LACKLAND AFB,TX

Leave From: RES: ALEXANDRIA, VA Edit.
TDY/T4D Loc:  LACKLAND AFB,TX

Arrive: 30-Aug-04
Leawe: 03-Sep-04

Location 2: LACKLAND AFB,TX

Leawve From: LACKLAND AFB,TX Edit
TDYSTAD Loc:  LACKLAMND AFB,TX

Artive: 30-fuz-04

Leave: 03-%ep-04

Overall Ending Point

Leave From: LACKLAHD AFEB,TX Edit.
Return Loc: RES: ALEXANDRIA, VA

Arrive: 03-Sep-04

Search Accommodations /
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3. When the results are received, scroll to the end of the hotel choices and click on
“Request Assistance in Booking Lodging”. (Do not select “Hotel Info & Pricing”.)

% Select by hotel name

' Near an airpart Ramada Limited
' Near a ity

F447 1-10 W

San antonio, TH 78230
Phn: 2104558-3070
Fax: 2104568-4404

*Hotel Mame: IRarnada—
City: [arcenintonia
State: IF
Country:  [OSUnited States | Ramada Limited

*Distance: |1D miles
¢ ! 1122 5 Laredo 5t

San antonio, TX 75204
Search Accommodations |

Phn: 210/229-1133
Fax: 210/229-1023

IT travel agent assistance is required, click on the button "Request Assistance in
Booking Lodging". NOTE: Additional travel agent handling fees may apply.

Request Assistance in Booking Lodging

Hotel Info & Pricing

Rate Range
59.99 - 34.00
FEM& dpproved

Hotel Info & Pricing

Rate Range
62.10 - 69.00

Then enter your reservation information in the “If necessary, add comments to the

travel agent” field. Select “Save Selected Accommodations”. Make sure to include

the Hotel name and address, conference name and discount code.

Use this screen to save the selected accommodations.

TOYSTAD Location: LACKLAMD AFE,TX
Check-In Date: 30-Aug-0d
Check-Dut Date: 03-5ep-04

No Accommodations Selected

HOTE: $electing this option will require manual intervention by the travel
agent. Additional handling fees may apply.

Lodging Per Diem Allowed: $91.00

1T nec Tadd comments to the travel agent:

raveler requests assistance in booking lodging in LACKLAKD AFE,TX
ifrom 30-4ug-04 to 03-Sep-04. | have already made reservations at the
mada Inn on Braodway 5t. | had to make the reservation outside of
to a Mational Security Conference | am atteding,

Find Different Accommodations |

Overall Starting Point

Leawe From: RES: ALEXANDRIA, VA
Leave: 30-Aug-0d

Location 1: LACKLAND AFB,TX

Leawe From: RES: ALEXANDRIA, VA
TOorfTAD Loc:  LACKLAND AFB,TX
Arrive: 30-Auz-04

Leawe: 03-5ep-04

Location 2: LACKLAND AFB,TX

Leawe From: LACKLAND AFB,TX
TOYTAD Loc:  LACKLAHD AFB,TX
Arrive: 30-Auz-04
Leave: 03-%ep-04

Overall Ending Point
Leave From: LACKLAND AFB,TX

Return Loct RES: ALEXAMDRIA, VA
Arrive: 03-%ep-04

&

Edit

Edit

Edit

Edit
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